
Main Menu: First time in, no records available.   
Report Menu link and Submit and Lock Data link are inactive. 

 

Main Menu: Records available, data not submitted. 
All links are available. 
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District Contact Information: First time through, update information and 
then click “Create Contact Records” for current year. 

 

 
 

District Contact Information: After “Create Contact Records” and information  
has been updated for current year. 
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Record Creation Options: First time through, no records available.   
Select the option you want to use to create current year’s student records.   

 

 
 

If you select Option #1 – Upload Student Data Files, here are some requirements for the creation and type 
of file needed for uploading.  This is a text file that is created from YOUR database for uploading to the DPI. 

• The file must be a TEXT file and in the file layout and format we specified.  
• Each record must have the current application year, 4 digits with leading zeros if necessary, in the 

first field of every record. 
• Only one school district (FAPE Agency) on a file.  The FAPE agency number must be in the second 

field of every record.  Do NOT include multiple FAPE Agencies on one file.  If you do, those records 
will not be added to the database. 

• All district and school numbers must be 4 digits, with leading zeros, if necessary.  These fields are the 
FAPE Agency, Agency Where Enrolled, and Attendance Agency School Number. 
Example:  0099   

• The file must be caret (^) delimited.  Each field must be separated by a caret (^).  This is NOT a fixed 
length file format, so you do NOT need to fill the fields with spaces.  

• You do not need to put spaces for a blank field but each field must be included.  For a blank field, put 
two carets next to each other.         Example:  …^C^^^^0009^0020^L001 

• All grades must be 2 digits, with leading zeros, if necessary.  Examples: PK, KG, 01, 05, 12, etc. 
• There should be returns BETWEEN records but there should be NO returns or characters of any kind 

after the LAST record.  
• The file must include every student reported last year, plus any new students with disabilities who 

have entered since last December 1. 

Example of one record and the beginning of another in a text file:  
2003^0099^FA10181990M^01^FAKENAME^JOHN^A^JR^SMITH^10181990^M^W^123456789^06^SL^N  ̂
N^N^N^N^N^N^N^N^N^N^A^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^N^C^^^^0099^0020^L001 
2003^0099^SM06161993F^01^SMITH^JANE^J^^06161993^F^B^^04^LD^… 

If you select Option #2 – Create Student Records, student records will be created automatically from DPI’s 
database using last year’s information.  EVERY record will need to be updated and saved before submitting 
to DPI. 
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Upload Student Data Files: Option #1 – Upload Student Data Files  
First time through, no records available. Browse your directories to find the student file for 
uploading.  Double-click on the file you want to upload.  Make sure you see the file in the 

“Select Student Data File:” box and then click “Upload File”. 
 

 
 
 
 
 
 
 

Upload Student File: Option #1 – Upload Student Data Files  
Data File Upload in Progress, please wait.   

You will be automatically directed to the next page. 
 

 
 
 
 
 



5 

File Upload Results with NO Upload Errors: If there are No Upload Errors, the  
“Total records uploaded and saved: ” should equal the number of records in your file.   

You must click  to continue.  Do NOT use the browser Back or Forward buttons! 
 

 
 
 
 
 

File Upload Results: If the “Total records uploaded and saved: ” is 0 or less than the total 
number of records in your file, AND there is no “ALERT! Upload Errors!” explanation box 

below, there is a problem with the layout of your file.  The format may be incorrect or there 
may be fields that are missing, too long, or in the wrong order.   

You must go back and correct the layout of your file and reupload. 
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File Upload Results with Upload Errors: The “Total records uploaded and saved: ” is 
shown with the total number of records saved to the database.  If there is an “ALERT! 

Upload Errors!” box below, these are the records that have format errors and are NOT 
loaded or saved to the database.  All of the possible upload errors are listed below. 
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File Upload – Missing Records List: The following is a list of records that are still ACTIVE 
according to last year’s data but were not included in the recent file upload.  These records 

are automatically added or saved to the database. Information is missing from these records 
and ALL records must be updated before submitting data.   

You must click  to continue.  Do NOT use the browser Back or Forward buttons! 
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 File Upload Error Results: A list of the reports generated after the file upload.  Various 
reports are listed according to the type of errors found during the upload process.   

All of these reports, if applicable, can also be found on the  menu. 
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Student Record List: Records with Errors are highlighted in Yellow. 
Click on the Student ID to edit student data. 

You may search by Student ID for specific student records. 
 

 
 

 

Student Record List: When searching for a specific Student ID,  
enter the Student ID using ALL CAPS, then click “Search”.   

You will then have a list of all records that match that Student ID. 
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Re-Uploading Student Files: You may re-Upload your student file as many times as you 
wish but each time you reupload your file, all records and changes you have made, up to that 

point, will be replaced by the student records in the most recently uploaded file.  In other 
words, any changes, additions, or updates made online up to that point, will be gone.  A 

WARNING! message will show if there are records available for your district. 
 

 
 
 
 

Upload Student Data File: The File Upload process will be repeated. 
File uploading, please wait.   

You will be automatically directed to the next page. 
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Record Creation Options: First time through, no records available.   

Select the option you want to use to create current year’s student records.   
 

If you select Option #2 – Create Student Records, student records will be created automatically from DPI’s 
database using last year’s information.  EVERY record must be updated on-line and saved before submitting 
data.  This option can only be selected once. 

 

 
 

 
 

Record Creation Options: Option #2 – Create Student Records 
Click the “Create Student Records” button to create student records from DPI’s database. 
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Record Creation Options: Option #2 – Create Student Records 

Student Records Creation in Progress, please wait.   
You will be automatically directed to the next page. 

 

 
 

Student Record List: Option #2 – Create Student Records  
You are automatically directed to the Student Record List.  ALL records are highlighted in 

Yellow and must be updated before you can submit your data.   
Click on the Student ID to edit student data. 
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New Student Record: On the Student Record List menu bar, find the  button to 
enter new students online.  This is an example of a new record with an error in the data 

entry.  Error messages show after you SAVE. 
 

 
 
 
 

New Student Record: Example of a new record with duplicate student data. 
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Student Information Data Update / Data Entry form: Edit student data.   
Error and Warning messages will show as incorrect data is entered or after saving.   
 Data may be saved with warning messages but you will NOT be allowed to save  

if the data is in error.   
If you need help with a description or definition, click on the next to the input box and a 

small screen will appear.  Double-click on your selection to have it entered in the input box 
and close the description screen. 

ALWAYS  data before exiting.   will close the screen without saving. 
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EDIT Student Profile Data: To edit student profile data, click on the  
 button in the top section of the Student Information Data Update/Data Entry  

form next to “ EDIT Student Profile Data”.  A new screen will open to allow some of the 
student profile data to be edited. 

 

 
 
 
 
 

Student Profile Data: If the student’s last name, birth date, or gender information has 
changed, you cannot make those changes here.  These changes require a new Student ID. 
You must  back to the previous screen (Student Information Data Update / Data Entry) 

and change the status to “I=Invalid”.  
Then go back to the  and select    

to enter a new record and create a new Student ID.  
 
 

 
 



16 

Report Menu: The Report Menu has been divided in to three parts that will display links to 
reports that apply to your district’s data.  Some reports may not appear if they do not apply. 

 Informational Reports : Reports for your records. 

Error Reports : Reports to reference for checking and correcting data.  These reports  
 should be printed before starting to edit data. 

Reports to be sent to DPI: Reports to fill out and send to DPI AFTER ALL corrections 
 are made and data is submitted. 
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Informational Reports: Alphabetic List of Students  
Alphabetical list of student records that show Valid and Invalid Records.   

All records must have No Errors! Valid to Load: Valid State = T before submitting data. 
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Informational Reports: Basis of Exit Summary  
A list of student records that are recorded as EXITED from your district for the current 
year along with the Exit Code, description, and continuing agency, where applicable. 

To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Informational Reports: Previously Exited Record(s) Report  
A list of student records that were recorded as “EXITED” for last year’s Child Count  

but were also included in the recent file upload as “EXITED” for the current year. 
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Informational Reports: Student Placement Report  
A list of student records with one of the five placement questions marked “Yes”. 

To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Error Reports : File Upload Errors Report  
A list of student records with found to have errors during the most recent upload. 
These records were NOT added to the database and must be entered on line as  

new records or corrected in your file and reuploaded. 
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Error Reports : Missing Record(s) Report  
A list of active records according to last year’s data but were not included  
in the uploaded file.  Each record must be updated before submitting data. 

These records were automatically added to the database. 
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Error Reports : Validation Errors Report  
A list of records with validation errors from the most recent file upload.   

Each record must be updated before submitting data.  
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Error Reports : Validation Warnings Report  
A list of records with validation warnings from the most recent file upload.   

These records should be checked for verification of information.  
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Error Reports : Student ID-Name/Birth Date/Gender Mismatch Report  
A list of records from the most recent file upload with Student IDs that do not match the first 

two letters of the last name, the birth date, or the gender.   
These records must be corrected by changing the status to “I=Invalid” and then entering  

a new record to create a new Student ID with correct name, birth date and gender.  
To edit student data, click on the Student ID to open the  
Student Information Data Update / Data Entry form. 
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Reports to be sent to DPI: Invalid Student Record(s) Report  
A list of records recorded as “I=Invalid”.   

Each record must have a “Reason for Correction” selected  
and the “Correction to Record” explanation entered.   

This report MUST BE PRINTED before leaving the page,  
or selected and entered items will be lost. 
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Reports to be sent to DPI: PI-2197-A: Summary Report for Administrator Sign Off  
After ALL data is edited, print PI-2197-A and have it signed by the District Administrator.  

Then send PI-2197-A Summary Report to DPI. Then submit your data. 
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Submit and Lock: Contact Information must be updated before data can be submitted. 
The “Submit Data to DPI” link is not active. 

 

 
 

 
Submit and Lock: ALL records must be corrected before submitting data. 

The “Submit Data to DPI” link is not active. 
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Submit and Lock: All records are Valid. The “Submit Data to DPI” link becomes active. 
Data may be submitted to DPI. 

 

 
 
 

 

Main Menu: After submitting data, only the “Report Menu” link is active.   
You will be able to view reports but not change data. 
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Session Timed Out: After about fifteen minutes of inactivity, you will receive a  
“Your Session has timed out!” message when you try to move through the application. 
You may either log back in to the application from the beginning or exit the application. 

 
 

 


